
Didja Know?

• I called Carlson Wagonlit Travel to book 

my flight.

• How does the ticket information get in 

DTS?

• Follow these instructions and you can 

solve the “mystery”.



You can begin creating your Authorization  before you call 

1.866.832.8692 to book your flight with Carlson.

Just don’t “Sign” it until you have added your flight information in 

DTS.

Here are the print shots that can help you make it happen.

AND after your Authorization has been approved, you will need to fax 

it to Carlson.  1.866.786.9828.
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Once you have created your 

Authorization, Click on the “Travel” 

icon as shown  above.



Watch the scrolling candy cane… 

you are getting sleepy…sleepy….sleeee 

Zzzzzzzz
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Now click on the 

Other Transportation icon



Check out the drop down menu

#1  If you do NOT have a GVT travel card, 

select Comm Air (Central Bill)

#2.  If you have a GVT travel card, select

Comm Air (Indiv Bill)

#3  While you are at it, update the CTO

Fee (xxx Billed)

#1
#2

#3



Add $

Now add the amount of that ticket

Ca-ching!



Mission accomplished on adding in the 

price of your ticket.

But……………………..



• Now you need to finish up your 

Authorization.

• It ain’t over till it’s SIGNED.



Click



You can breathe a sigh of relief that this 

Authorization has moved out of your area and 

down the DTS Super-Highway.

Now start packing your bags!


